Virtual Gateway EIM/ESM ESM Reports Job Aid

Reports Reports

Accessing a Report: Entering Report Parameters:
1. Select the Reports module.

Client Enrollment Status Report

The Reports page appears with a list of Financial (EIM) and

H ‘Report Format: ppF ' Exeel T ‘Date Type: lm
SerVICe (ESM) Management reports. ‘Period Start Date: WE ‘Period End Date: WE

*Activity : |Select Below LI

Tip: Access to reports is based on user security roles. Your page may ox gt Tyvr [T 5] L Sk O
look slightly different. Services Received? [SaetBaow =]

Federally Paid Service? | Select Below
Case Wanagement | Biling | Contracts | Report | feip | Logout ]

3 Wears of Age -
Current Location: Reports> Reports
urr Acouired Medicare Part B

R Disenrolliment Reasomn: |Acquired insurance
Reports EPOITS’_\ A cministrativemon-compliance
» Report » Sssessment Only

ESM Reports

L

Run Report Clear

Client Enroliment Status

Client Enrollment Status (D)
Client Extract

Client History - BCC

Client History - HDSPP

Clients with Incomplete Data
Clients veith Incomplete Data (DI}

3. Enter your report criteria.

4. Select a Report Format (PDF is the default). Report
criteria are not always printed on reports. Users may find

Clignts With Abnormal Resutts.

Common Intake Applicants

Fund Allscations by Service and Age Category
VVHN WDE Audit Report

System Assurance Reports it helpful to record criteria manually.
. Fun Report
Note: 5. Click L
e The report opens in a new window.
- 6. Click File from the menu at the top of the page, select

Save As for Excel file or Save a Copy for PDF.

2. Click the name of the individual report link. . . . I .
7. Navigate to the desired location; enter a title in the File

A Report Criteria page appears.
P bage app Name field and click 2ave

Tip: If you want to clear report criteria that you have entered, click

Clear |
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Trouble-Shooting

Problem

Possible solutions

Why am | not getting the results I expected?

e Double-check that criteria filters are correct
e Consider user security

Why doesn’t this match my legacy reports?

e Double-check that criteria filters are correct

Why does my computer stall when I try to run certain reports?

e Check your report parameters (dates, contract numbers etc). It may be the
parameters you specified returned no results. Sometimes, when the system
is trying to return an 'empty' report, it stalls. This does not happen every
time when there are no results returned. If the system is unresponsive after
five minutes, close any unresponsive windows.

¢ Reports do not run directly off the EIM/ESM service. They run from a
separate database that is regularly refreshed with EIM/ESM information.
The time delay for this replication is about 20 minutes, so if you just
entered information into EIM/ESM, you would not be able to report on it
until about 20 minutes later.

When 1 alert customer service about reports not running or taking too
long to run, what information should | provide?

¢ Make a note of the report name and the date and time you attempted to run
it.

e Provide the input parameters you used (contract number, vendor name,
etc.) and how long you waited before the report timed out or you halted
your efforts. If an error message appears on the screen, make a note of that
as well.

Virtual Gateway Customer Service
1-800-421-0938
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